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INTRODUCTION 


INTRODUCTION TO THE DOCUMENT SYSTEM 


The OULCS Document System for which this manual 
has been compiled, and its predecessor, the Guelph Document 
System, are based on a conviction that it should be possible 
to provide access to individual titles in a government publi- 


cations collection, and to provide that access cheaply. 


Few subjects in librarianship can provoke more 
controversy than the handling of government publications. 
The difficulty and expense of organizing a large collection 
of government documents and technical and research reports by 


conventional means of cataloguing are well known. 


For this reason, it was decided in the specifications 
for the original system that there would be no attempt to adhere 
to any conventional rules and practices of cataloguing. That is 
not to say that the “aporcach was to be wunsystematic,;, rather that 
the rules of cataloguing which might in some way hinder the 
speed and ease of entering documents in the system would not be 
used. Instead, it was intended that the system would be both 


inexpensive to service and quick and easy to understand and use. 


The basis of organization of the documents on the 
Shelves and the basis for the code by which they are identified 
LS Ene sCounervicdndealency Ol roLi gin. Documents are arranged 
on the shelves by. country and subtitled by level of government 
or type of—agency. Within each agency they are further subfiled 
by the year of publication and the series to which they belong, 
Or 1f monographs woy <the.year of» publicationszandstitle; sor if 
serials. by the serial name or title. A mnemonic document code 
number which gives precisely that information is used both as 
a shelf location and as the prime entry to the master file of 
machine-readable records. The master file also contains the 


usual information such as corporate and personal authors; title; 


or AT hes 


II 


series name; number of pages by ranges (e.g., LF=leaflet= 

1-9 pages, PF=pamphlet=10-49 pages); language; document 

type (e.g., TH=thesis); and for serials, the frequency 

of publications and holdings; the means by which the document 
is received (e.g., deposit, mailing list, gift, etc.); the 
Library :and Location; and finaliy the broad subject category 
indicated by using the letters of the appropriate LC classifi- 


Cation. 


From the information stored in machine-readable form 
On the master file, the six public catalogues for the system 
are produced. These indexes are the Corporate Author, Personal 
Author, Title, Series, Serial and KWOC (key-word-out-of- 
context) Index. These catalogues may be produced as frequently 
as required or practicable; until the next catalogue update, 
documents most recently received may be found on the shelves 
under their agency of origin. Once a document has entered the 
system, it always has at least one point of immediate 


recovery. 


It cannot be emphasized too strongly that the 
design of the Guelph Document System (which has heen adapted 
and enlarged for use by the OULCS Documents Project Group) 
represents a deliberate departure from cataloguing and classifi- 


cation theory and standards. The document code is a shelf 


location device and is structured only as is necessary toubring 
Publications within government jurisdictions into intelligent 
relationships. The other codes are designed to provide quick 
sorting capabilities through a data processing system and in 

no way necessitate involvement in rules, regulations or 
principles of cataloguing. By transcribing the title page of 

a publication as it appears, and assigning codes to make 
explicit the function of each data element contained, it is 
possible to satisfy the requirements determined for the 


original system: to provide a quick and economical method of 


SiS 


o- 


pa hat 


in-depth access to individual publications within the 
documents collection. Had a classification and cataloguing 
system been desired, Those already in use throughout the 


country would have been foliowed. 
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Introduction to, Coding 
A. General 


A computer iS a very powerful tool, but it requires 
detailed, explicit instructions before it can take action. 
Coding provides the explicit information which a properly pro- 


grammed computer needs in ord2r to produce a usable product. 


There are many ways to code information for the 
computer. The governing principle; however, is that any intor— 
Mallon upon which the computer bases its decisions must) be com— 


pletely unambiguous or explicit. 


For example: (1): “Statistics Canada 
and: (2) Trudeau, P.E. 


are both names or authors; but they must be explicitly identi- 
fied as such before the computer can print them out in an 
author “tisting. “he fact that (1) ss a corporate! author or 
issuing body and (2) is a personal author would also have to 
be explicitly identified before the computer could recognize 


them as different types of author entries. 


The bibliographic information which the computer must 
Manipulate Consists of Characters: Grouped into fields, Tecords, 


and files. 


A character is the smallest representation made by 
an input device, and can be an alphabetic or numeric digit or 


a special symbol. Examples: A, 8, $. 


A, field 32s a group of characters which can be 
specifically named and which contains a specified type of 


information. Examples of fields in a document record include: 


Document Code Number 
Corporate Author 
Tele 


Location 


By 


f 


A record is a group of fields which contains all 


information relating to a single document. 


AVEi em cmenoLOUL Of mrecords enployedein, One or 
more ways, and maintained in an organized manner. The Docu- 
ments Master File is an example of a machine-readable or 
computer file, while the Shelf List and Title Catalogues are 


examples of printed files. 
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B. Methods of Coding 


There are a number of techniques available for 
identifying fields within a record - i.e., for coding them. 
These techniques vary principally in two characteristics: 
in the structure of the fields, or in the manner in which 


specific identification of the fields is provided. 
1. ‘Structure of Fields: Fixed vs Variable 


The fixed field structure assigns a certain amount 
of space or number of characters to each item or part of a 
record. For example, in describing a person on a punched 
card one could allow 20 columns for the name, 2 for age, and 
one for sex. This technique is best suited to situations 
where the quantity of information in a given field does not 
vary greatly, and where the coders may refer to tables pro- 
vided, ¢€.g., language table, or location table. Most informa= 
tion which can be put easily into fixed fields is that which 
is implicit, for example, the language of the material, or 
the? fact) that. 21s) a monograph, a serial orm an item in 2 


series. 


The other type of field structure is a variable 
length field. This field varies in size according to the 
amount of information it contains. Thus, if in one case a 
title requires 50 characters, the field will be 50 characters 
in length; if in another case 120 characters are required, the 


field will be 120 characters long. 


2; Specific Identification of Fields 


The second coding characteristic is the manner of 
identifying fields. With fixed field records, the computer 
is programmed to recognize each field through its location, 
and consequently a 'label' on each field within the record is 


not required. In the example used above, the first 20 
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characters of the persons' record are defined as 'name', 
the next two as’ "age®, and the next one as *sex", and ain 
each record this pattern is invariable. Each machine- 
readable document record contains a fixed field area, in 
which a number of codes identifying such things as the 
language of the material, the location and the library are 


stored ini tixed pattern or order. 


The qreater part of each machine-readable record 
consists of variable fields. When variable length~fields are 
used, the jtype of cach Wiield, that is, its name, must be 
specified explicitly within the body of the record. The 
location and length of each field within the record can be 
Calculated and, inserted by the w;omputer asthe record is set 
py 22 seach sf£ield shas beenscorrect ly ilabelled to: indicate the 


natuxe Of the sanlormatvon Le contains. 
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C. Coding a Document 


To code a document means to transfer information 
about that document to a coding form and to assign to the 
document a unique document code number for shelving and data 
manipulation so that at the end of the data input process 
(updating the master file and catalogue production) the 
librury user will be able to retrieve the document from the 
collection by using the five catalogues for the system or 


the KWOC (Key-Word-out-of-Context) Index. 


Each line of the coding form begins with a function 
code and file maintenance code which identify the type of 
information contained in that field and how the information is 
to be processed by the master file update program. The Header 
Record area contains the document code number plus ten other 
fields, Information abowt the language, library, location, 
feature, form, source and document type sub-fields is entered 
by referring to sections in the Coding Manual; the subject 
sub-field is completed by referring to the Outline of the 
Library of Congress Classification and selecting the letter(s) 
asSigned to the subject area into which the content of the 
document falls: HA=statistics, QD=chemistry, SF=veterinary 


medicine. 


The Bibliographic Data area is made up of variable 
length fields containing the names of the corporate author(s), 
the title(s), personal author(s), the holdings record for a 
serial, the name of the series and the number the document is 


within that series, and any cross references or notes. 


Levels of coding for this system range in difficulty 
trom “block coding’ sto the complex coding involved in setting 
up Organization charts and assigning documents numbers for new 
countries or departments. Block coding is used to enter 
efficiently a number of documents published in the same series, 


e.g., Bank of Canada Research Papers, U.S. Geological Survey 


ay Ie 


Tx 


Professional Papers. Information common to each item in 
the series (Corporate Author Name, Series Name, and most of 
the document code number) is entered on the coding form and 
the, form duplacaged.s Ther block coder thenviiiistin a form 
for each item by completing the document code number in the 
Header Record and adding the title(s), personal author(s) 


and series number in the Bibliographic Data Area. 


Alterations to a record on the master file are 
done in two ways: a document code number change is done by 
direct match and substitution: if any other portion of the 
document record is to be changed, a standard coding form is 
used, the unique document number for that record is entered 


along with the corrected or new information. 


The information on the completed coding sheet is 
converted to machine readable form by key punch, key to tape, 
key to disk oO; by OCK (optical character recognition) scanning. 
The resulting tape is processed by the Document System programs 
to update the master file. During this process, edit lists are 
produced to indicate errors in the update data, duplicate 
records and master file :i1pdate errors. From the updated infor- 
mation on the master file, a shelf list file for the system is 


produced as well as the six public catalogues. 


ys 


D. Layout of the Manual 


The manual has been arranged with a general introduction to 
the OULCS Documents System, and a more particular introduction 
to the nature and purpose of coding. From the introduction the 
manual continues both a section on types of material to be coded. 
This section also describes the procedures for routine new 
entries, for corrections and deletions. After this the manual 
follows the normal order of coding. The contents of each data 
field in the Header Record and the Bibliographic Data section 
of the coding sheet are described in the order in which they 


would ordinarily be entered on the coding sheet. 


XI 


e E. Use Specification Codes 


Beside each field or sub-field description in the 
manual, a Use Specification Code is given. These are to be 
interpreted as follows: 


MAN - Mandatory. The user must input data in 
all cases. | 

RIAP - Data is required if applicable. 

RIAV = Data is required 1£ readily available. 

OPT - Optional. The user may elect not to use 


this field, but if he does, the data must 


be given in manner specificzd in the format. 
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ENTRY OF NEW DATA 
The F/M code for all new entries is 'I' 


Before coding a document and assigning the Document Code Number 
the coder must first decide if the document is a monograph, serial, or 


part of a series. 


MONOGRAPHS: a monograph is a publication that is not part of a 
numbered set, and would not be expected to appear again 
except aS a revised or new edition. 

If the document is a monograph, the coder after identifying the 

corporate author or issuing body and locating the appropriate card 

in the Corporate Author Authority File, assigns the country, part, 
province or state, and organization letter(s) and sub-division 
numbers as indicated on the file card. The document code number is 
completed by entering the last two digits of the publication year in 
the year sub-field, and the title number configuration according to 
_ instructions given in Section 8 - Title Cutter. The names of the 
corporate authors, personal authors and the title(s) ar. entered in 
the Bibliographic Data area according to instructions given in that 


section of the Coding Manual. 


Prov/ 
f/C FA sountry Part State Oreanization Year Title Cutter/Series No. language 


LO1o Tr EX'E] 


Library location 


Gu! | | (Di | 
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Feature Form Subfect Source Doctype Copy Ind Alt. Doe. No. 
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ENTRY OF NEW DATA - the F/M code for all new entries is 'I' 


SERIES: a series is a set of publications which in addition to their 
individual titles are published under a series name. Items 
published in series are usually numbered. 

In coding a series the object is to keep all items in the same series 

together and in series number ordex on the shelf. Each series has 

organization letter(s) and numbers unique to that series, and these 
may be found by locating the series name in the Series Authority File 
or in the Series Catalogue. The file card for a series gives the 
instructions for assigning the document code number and the year/series 
configuration necessary to complete the document code number. Items in 
series are normally coded by using the organization letter(s) and 
number(s) from the file card, the last two digits of the year cf 
publication in the year sub-field, and a letter representing the 

name of the series plus the last two digits of the series number 

in the Title Cutter/Series No. sub-field. Exceptions to this basic 


Fae pattern are noted in the Series ane, File. 
Frov 
sountry Part state Organization ir Tittie Cutter/Sertes No. language 


io] Esl So] wale) eK 


Feature Form Subject Source Doctype Copy Ind Alt. Doc. No. 
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Library 
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10 11 


18 


Location 


F/c FM aL a hic ae 
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ENTRY OF NEW DATA - the F/M code for all new entries is 'I' 


SERIAL: a serial is a publication issued at regular intervals under 
the same name. A serial is entered once, with a holding 
record; issues received subsequently use the same document 
code number, plus the volume, issue number and date of the 
specific issue being coded. 

If the document is an issue of a serial which has not previously 

been assigned a document code number, this is done in the same manner 

as for monographs except that the serial document number has a blank 
year sub-field. 

If the issue or document being coded predates the serial holding 

record already on the master file, the coder must enter the updated 


information to the master file record. 


Prov/ 


c ’ > ’ - 
F/C F/t country Part State Oreanization Year Title Cutter/Series No. Language 


Ewe 


Library location 


|) Bows D> 


Feature Form Subject Source Doctype Copy Alt. Doc. No. 
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F/Cc FMM as ce Data role 
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ENTRY OF NEW DATA - the F/M for all new entries is 'I' 


% SERIAL UNDER A SERIES ORGANIZATION NUMBER 


Several series, particularly those coded in the US2 area, 
contain serials such as annual reports. If each issue of the 
serial is coded using the series «number applied to each 
issue, the serial will be interspersed throughout the series, 


and a repeating title entry will result. 


If the serial (annual report) is coded using the series 
organization number with the year omitted, its appropriate 
title cutter number, and °*B’ in the Form. code, the serzal 
items will shelve with the series. The item will be listed 
in the Title Catalogue and in the Serials Catalogue, as well 
as being listed in the Series Catalogue using a dummy series 


number based “on the first five letters of the serial title. 


Prov/ 


6 Yr tec : : 
Ae ADT sountry Part State Creantzation Year Title Cutter/Series No. language 


ATA 
& [oto] CA 3 Se a ! [en el || 
1 2 4 5 6 a, 
Feature Form Subject Source Doctype Copy Ind Alt. Doc. No. 


[fly] [8] fle] 2 LOI 


12 25 14 WG) 16 LZ. 18 r 19 
F/c FM blio nie Dat ‘ 
[vir [r] con Ialp lad a Frais ESSE 
Viei-lole mMelnir| | ‘on 
Ape Wale] x a Jalujaletr rly] | 
Sie SEE elr iv lel ITINI ALG 
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CHANGING/ADDING/DELETING DATA ON THE MASTER FILE 


Alterations to a record on the master file are done in two ways: 
- to change a document code number, a code number change form is used, 


and the change is done by direct match and substitution 


Be Ort Ep ee MP te bey tah eh EOUbeL OW ft ONeG Po AGE 


~ to change or add data to: (use the standard coding form) 
i) Header Record - use F/M code 'U', followed by the entire 
Header Record as it shoul? appear on the master file. 


Prov/ 
f/C Ft country Part State Organization Year Title ee series No, eens 


CA aic oO ie Sih ee 
1 Cones: 4 5 6 7 


Feature Form Subject Source Doctype Copy Ind Alt. Doc. No. 


isl] la) igic] (2 Bey ee 


18 19 


SED 


& ii) the H@éader Record and the Bibliographic Data area - use F/M 


code 'U' in both the Header Record and the Bibliographic Data area 


peey 
Jountry Part state 


Oreanization 


Language 
Feoture 


Year Title Cutter/ieries No. 
feist agers Ear a) [EN 'a] a) 


Library locat fo ve 
Pow. la: ae] 
10 
Form Sub fect Source Doctype Copy Alt. Doc. No. 
(Plel Io | a) an ee -. 
ee eet es 
F/C FM Bibliographic Dat : 
Oe ful ee 


H+} 


iii) the Bibliographic Data -rea - use the F/M code 'X' in the 


Header Record followed by the document code number; use F/M code 
in the Bibliographic Data area 


Way. 
Prov/ 
F/o 4 country Part State Organization Year Title Cutter/Series No. Language Library location 
ince 2 el EN | 1 § T 
Be Grn ace o aL enma Dann (Ia) ban as 
1 2a 5 4 5 6 
Feature Form Subject Source Doctype Copy 


8 10 ll 
Ind Alt. Doc. No 
12 ul) 14 15 16 
F/C FM 


Oty) : i 


Bae 


Sy ts 


— toidelete: 
i) a complete record, use the deletion coding sheet, F/M 'D' 


followed by the document code number. 


DELETION SHEET 


lolol) Can LOMS: Meee Ole 
—_ Leni Len 


ii) a field from the Bibliographic Data area, use the standard 
coding sheet, F/M cede 'X' in the Header Record followed by the 
document code number. Use F/M 'Z' in the Bibliographic Data area. 
When a bibliographic data field is being deleted, only the F/C and 


the F/M need be entered. 


Aas 


sountry Part State Orcanization Year Title Cutter/Series No. ae Library Location 


[eiek] fe zl ca (Seema ier 
iM UE Se ms (ewe ti lex 6 ee 
5) 6 ? 8 
Feature Form Subject Source Doctype Copy Ind Alt. Doc. No. 
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Bibliographic Datg 
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I 
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iii) it is also possible to code changes in the Header Record to 
be processed simultaneously with changes and/or deletions in the 


Bibliographic Data area. 


Prov/ 
F/O F/t country Part State Organization Year Title Cutter/S5erien to. lancuage Library Incatioan 
x nth i aSRA Bie Ra eek ee Boast PLT eae png) Gt are ii ipesng BP i SF | | ee =F baer 
) = 1 ! ! ‘ ' I 
[efalt] | ate a eG gigi ey Di) 
1 a 3) 4 5 6 7 8 9 10 1] 
Feature Form Subject Source Doctype Copy Ind Alt. Doc. No. 
[ele] Cae eee 
72 13 14 15) 16 17 


EEE 
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Prov/ 
F/C Ft sountry Part State Organization Year Title Cutter/Series No. Language | i library Location 
te ——+ i 
es ! 
O'S ky ici om Ec a Lott ie Awe) [Enis] || D feu tt | iD | 
1 3 5 te 10 11 
Feature Form Subject Source Doctype Copy Ind Alt. Doc. No. 
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iv) it is also possible to code changes and deletions to be 


processed simultaneously in the Bibliographic Data area. 


Prov/ 
F/O 84 Jountry Part State Organization Year Title Cutter/Series No. Lanenage library location 
x yee ee We, ae a ee ne oe ST : ear saree cae | 
Call t bal abalewte 1) (ewe) | t C 
1 25 4 5 6 ? 8 9 10 1) 
Fea sre Form Subject Source Doctype Copy Ind Alt. Dac. No. 
12 13 14 15 16 17 


18 19 


F/O FAK Bibliographic Data 


ble eft. 


- Cross References - when changing or deleting a cross reference, it 


is necessary to enter 'R' in the Form code. 
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HEADER RECORD 


The Header Record is the name given to 19 fixed length fields or 
codes appearing at the beginning of a document record. These codes 
give specific information about the document being coded, and they are 


to be inserted in the appropriately labelled boxes on the coding sheet. 


Field Number Field/Code Name Number of Characters USE 
il Function Code F/C 2 MAN 
Continuation Card Number A RIAP 
File Maintenance Code F/M iy MAN 
2 Country Code 2 MAN 
ee Part Code 1 RIAP 
: 4 Province/State Code 2 RIAP 
is = Organization Code 35 MAN 
6 Organization Sub-division Code 3 ; RIAP 
7 Year Code 2 RIAP 
8 Title Cutter/Series No. 4 MAN 
ie) Language Code 3 MAN 
10 Library Code 6 MAN 
itt Tocation Code 2 MAN 
12 Feature Code 2 MAN 
a3 Form Code bp th MAN 
14 Subject Code . 3 MAN 


SP af AS: 


Field Number Field/Code Name 


5 Source Code 

16 Document Type Code 

17 Copy Code 

18 Alternate Document Code 
Number Indicator 

19 Alternate Document Code 
Number 
Number 


Number of Characters 
if 


2 


23 


OFL 


Fields 2 to 9 inclusive are referred to collectively as the document code 


nunber. This number identifies the individual document and serves to 


indicate its position on the shelves. 


Sy 1h) 


Field 1: 


S/ao 


HEADER RECORD 
USE: MAN 


Function Code (F/C), Continuation Card. Number (CCN) and 


File Maintenance Code (F/M) 


F/C is always 000 

CCN is always 1 (in sam cases, where the data input is 
done by OCR scanning, the system provides 
the CCN automatically) 


F/M may be I, D, U, or X — see section on Coding Procedures 


for instructions. 


Field 2: Country Code 
document. 
LAB Li 2.4 COU 

Code Country Name 

AB Albania 

AF Afghanistan 

AG Algeria 

AR Argentina 

AS Australia 

AU Austria 

BA Barbados 

BD Bangladesh 

BE Belgium « 

BH Bhutan 

BI Bolivia 

BJ Brazil 

BL Bulgaria 

BM Burma 

BO Botswana 

BR BOrnco 

BU Burundi 

Cc Cambodia 

CA Canada 

CD Chad 

Cie Ceylon 

CG Congo (Brazzaville) 
CH China (Peoples' Republic) 
CL Chiie 


Gera sek 


HEADER RECORD 
USE: MAN 


This code consists of two alphabetic 


characters to represent the country or international 


organization associated with publication of the 


GH 
GM 


Country Name 


Cameron Republic 
China (Taiwan) 
Colombia 

Central African Republic 
Costa Rica 

Cuba 

Cyprus 
Czechoslovakia 
Dahomey 

Denmark 

Dominica Republic 
Ecuador 

El Salvador 
Equatorial Guinea 
Ethiopia 

Fiqi 

Finland 

France 

Gabon 


Germany 


Germany (Federal Republic) 


Germany (Democratic Republic) 


Ghana 


Gambia 


HO 


aye Ths) 


Country Name 


Guinea 

Greece 17 
Guatemala 
Guyana 

Guyana 

Haiti 
Honduras 
Hungary 
Iceland 

India 
Indonesia 
iGan ’ 

Iraq 

Ireland (Eire) « 
Israel 

Lialy) o# 
TyOry Coast 
Jamaica 

Japan 

Jordan 

Kenya 

Korea (Republic) 
Kuwait 

Lacs 

Liberia 
Lebanon 
Lesotho 
Liechtenstein 


Libya 


Malagasy Republic 


Maldives 
Mongolia 
Mali 


Country Name 


Malawi 
Mauritius 
Monaco 
Mexico 
Morocco » 
Malaysia 
Malta 
Mauritainia 
Netherlands 
Niger 

New Zealand 
Nicaragua 
Nigeria 
Nepal 
Norway 

Oman 
Pakistan 
Panama 
Paraguay 
Peru 
Philippines 
Poland 
Puerto Rico 
Portugal 
Rumania 
Rwanda 
Saudi Arabia 
Senegal 
Sierra Leone 
Singapore 
Somali 
South) Arrica 


Spain 


5 /aL5 


Country Name 


Sudan 

Swaziland 

Sweden 

Switzerland 

Tanzania 

Thailand 

Taiwan 

Tonga 

Togo 

Tunisia 

Trinidad 

Turkey; 

United Arab Emirates 
Uganda 

Ukranian S.o5. Rh. 

Uae ais Le 

Escormikeawro: Gok 
United Arab Republic 
United Kingdom » 
United States 

Upper Volta 

Yemen Arab Republic 
Yemen People's Democratic Republic 
Yugoslavia *% 
Western Samoa 

Zaire 

Zambia 


International Organizations 


HEADER RECORD 
USE: MAN 


HLELDeOReebancecode 


It indicates the level of government that published the document. 
(eg. federal, provincial, municipal) 


Edit Limits: Numeric (1 - 9) or blank () 
Blank only when country code is "ZZ", 


General Part Codes (excluding the United Nations) 
Part 1 - Federal or Central Government 


Part 2 - Provincial or State Government 
; (for Canada also includes pre-confederation 
for Canada and {.:ited States also includes Universities 
for United Kingdom it is Scotland, Wales and Northern Ireland) 


Part 3 - Counties and Regional Government 
(see municipal coding scheme) 


Part 4 - Towns and Cities 
(see municipal coding scheme) 


Part 5 - Universities 
(except when education does not fall under the jurisdication 
of the central government in which case use part code 2) 
Part 6 ~- Societies, Associations, National Institutions, Councils 
Political Parties and Bodies comprised of two or more levels 
of governments from one country. 


Part 7 - Commercial Firms 
Part 8 - Applies only to United Kingdom and United States 
fos - Commonwealth Organizations 


1US - Overseas Territories 


Part 9 - Applies only to United Kingdom 
UK - Colonies and Protectorates 


January 23, 1976 


UNITED NATIONS PART CODES 


GENERAL ASSEMBLY 

SECRETARIAT & SUB~BODIES, INCL, LIBRARY 
TRUSTEESHIP COUNCIL . 

SECURITY COUNCIL 

ECONOMIC AND SOCIAL COUNCIL 

ECONOMIC COMMISSIONS 

STATISTICAL OFFICE 

INTERNATIONAL COURT OF JUSTICE 

JOINT BODIES 


CONFERENCES, CONGRESSES , SEMINARS 


PARALLEL ORGANIZATIONS 


Based 


Janveary 235.1975 


TABLE F4B = 


AB Alabama 

AL Alaska 

AR Arizona 

AS Arkansas 
CA California 
CL Colorado 
CH Connecticut 
Cz Canal Zone 
DA Delaware 
FL Florida 

GE Georgia 

GU Guam 

HA Hawail 

ID Idaho 

IL Lllinois 
IN Indiana 

Ig Iowa 

KA Kansas 

L@ Louisiana 
MA Maine 

MD Maryland 
MH Massachusetts 
MI Michigan 

MN Minnesota 

MP Mississippi 
MS Missouri 


MT Montana 


SW AUhS 


Sine CODRS FOR) THE UNLIED STATES 


NH 


Nebraska 
Nevada 

New Hampshire 
New Jersey 

New Mexico 

New York 

North Caroline 
North Dakota 
Ohio 

Oklahoma 
Oregon 
Pennsylvania 
Rhode Island 
American Samoa 
South Caroling 
South Dakota 
Henwesisee 
Texas 

Utah 

Vermont 

Vive amaa 
Virgin islands 
Washington 
Washington, D.C, 
West Virginia 
Wisconsin 


Wyoming 


Field 4: 


B75 


Province/State Code 


part code in the preceding field. 


Bea wd 


HEADER RECORD 
USE: RIAP 


Consists of two alphabetic characters. 


Whether it is used or left blank depends on the 


The following 


part codes must be followed by a provincial code: 


With the following part codes, 


2.) PrEOVine aly cea 


3 (county level publication, 


government) 


4 (town/city/munic 


TMUUSitee le Ome eta temo eniaikers 


1 (federal publica 


e level publication) 


regional 


ipality publication) 


the province code 


tions) 


5 (national anstitutions and university 


publications ex 


cept Canada and the 


Wietors) 
6 (society and association publications) 
j= (commercial firm publications) 


When the country code is ZZ, 
also lett blank. 


the province code is 


TABLE F4A -—- PROVINCE’ CODES FOR CANADA 


Alberta PQ 
British Colombia SA 
Manitoba YU 
New Brunswick 
Newfoundland 

NWT 


Nova Scotia 
Ontario 


Prince Edward Island 


Quebec 
Saskatchewan 


Yukon 


eos 


HEADER RECORD 
USE: MAN 


Field 5: Organization Code 


Consists of one, two or three alphabetic 
characters. The letters bring together all publi- 
cations from the sale department. For example, in 
Canada the organization letters "DA" are assigned 
to all publications from the Department of Agricul- 
ture. A large department may have more than one 
Set of organization letters but they are usually 
consecutive. (For example, the U.S. Department of 
Agriculture has been assigned the organization let- 
ters DA, DB, DC. The additional letter combinations 
are necessary to accommodate organizational sub- 
divisions because all available number comb “nations 
have already been used.) The field is left justified. 
This means that the squares on the coding sheet must 
be filled in starting from the extreme left of the 
field Lf the computer is to sort the entries correctly 
when the catalogues are being printed. Where there is 
only one letter, the remaining squares must be left 
blank; not filled ian with zero's: This is because the 
computer sorts records exactly according to the con- 
tent of the field; a blank and a zero do not have the 
same value, each code in a field is looked at inde- 
Pendently and "nothing" (blank) always files before 


"something" (zero, one, etc.). 


The organization letters are taken from the 
Corporate Author Authority Files: If no previous pub- 
lications from that body have been coded, organization 
letters must be chosen and an entry for the corporate 


author authority file prepared for use in future coding. 


ay Is) 


B61 


HEADER RECORD 
USE: RIAP 


Field 6: Organization Subdivision 


Consists of one, two, or three numeric 
characters which may indicate either a division 
within the department or a particular series of 

publications issued by a department. If a document 
is from a department with no indication of division 
or series, the spaces for the field are left blank. 

This {veld 1S Tahe Justified, meaning 
that the squares used on the coding sheet must al- 
ways start from the extreme right of the field and 
work to the Jett. “Do not fill blanks with zeros. 


The orcanizational subdivision numbers are 
taken from the corporate author or series authority 
files. If authority does not already exist, appro- 

& priate numbers must be chosen and an authority entry 


prepared for use in future coding. 


ay PbS) 


Field 7: 


yes 


Beek 


HEADER RECORD 
USE: — REAP 


Year 


Code consists of either two numbers or a 
letter and a number. Generally, the year is filled 
in except when coding a serial; for serials the year 
fveldervselert biank. 


For materials published in the 20th century, 
the last two digits of the full date of publication 
arerused., e.g. 62 for 1962. (A recent reprint of a 
much older work should be assigned the year code of 
the original, 12 that original publication date is 
available in the book itself. For example, a 1971 
Teprint of 4a 1932 pubijicataon should have 32 an the 
year code* used to indicate the first three digits in 
the year, and the 4th digit used for the rest of the 


code. See table below. 


* Otherwise 71 (for 1971) should be used. 
For materials published prior to 1900, 


a letter is used. 


A revision or a new edition of a work should 
be given the date of the original publication, or the 
best approximation. The number of the edition or re- 
vision should be indicated as part of the Title Cutter 


code, described in the next section. 


Bes 


TABLE F7JA - YEAR CODE PREVIOUS TO 1900 


ean Nee 
he Paes Be Wie 
€ laeee Poi7o- 
ap aye Ou 130- 
ie awa = oS 
pale See: 
G 170- at) ie 
fel cabgale: ie eee 
ae ape 7 ace 
ce Wales w  -:186- 
me ile oe SA 
i awe veces 
hee agi Z  189- 


(6.902 7249) means 1299) 


Sal> 


Be seal 
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Field 8: Title Cutter/Series Number 


Consists of one letter usually followed 
by two numbers. There is room for additional 
characters which can be letters, numbers or a com- 
bination of both to indicate revision, parts, etc. 
This code serves to shelve the materials from one 
Subdivision in alphabetical orde.w by title if pub- 
lished during the same year, or in correct series 


order. 


Title cutter coding is used for serials 
and monographs. The title letter chosen should be 
the ‘first: letter of the first word in the title; 

‘a', ‘an', 'the' and their equivalents in foreign 
languages are disregarded. A table is used to as- 
sign numeric values to the second letter of that 
first word in the title, and to the first letter of 
the next Major word) in the titie. Thus Enquiry into 
Health Gareeisscoded:) ies: 


Series coding is used in the title cutter 
field when a publication is one of a numbered sequence 
of monographs. All books in the series have the same 
title letter and the numbers are generally the last 
two digits of the series number. For example, Bulletin 
592 is B92. Exceptions to the last two numbers rule 
are given in the series authority file. Such exceptions 
are usually made only when over a hundred items from a 
series are expected to be published during a single 


year. 


Books that are in a series that has no num- 
bering system are handled as monographs; however, a 
series entry (61) must be made in the Bibliographic 


Data Record. 


5/ J 


When handling a revision (or different 
edition), the number is cuttered according to type 
of document (monograph, or series), followed by 
letter sindicating which Eevisiton, or editions it is. 
Cv eee One LES ec,..9 Bb ertor seconded. Lf number 
COLVeGULLOnROr Levisionms not. known, use ~C™ ro: aklow 


for earlier editions. This field is left justified. 


TABLEVCA T= s TPT LE. CULTER NUMBER 


ABC 
DEF 
GHI 
JKL 
MNO 
POR 
STU 
VWX 

YZ 


m W NY F 


Oo ce —)) Oy 1 


ey) fhe) 


Field 9: 


5/15 


B.O.1L 


HEADER RECORD 
USE: MAN 


Language Code 


The language code is three alphabetic 
characters, chosen to indicate the language of 


the text in the document. 


A three-character alphabetic code as used in MARC 
records will be assigned for a work containing 
only one language (see: List of Languages and 
Language Codes, available from Library of Congress 
Card Division and currently revised for accuracy 


and completeness. 


ARA = Arabic 
DUT Ss Duree hi 
ENG = English 


French 


a ry 
7 
(eet! 


German 


A bilingual work will be given a letter/ X / letter 
language code arranged in alphabetical order. This 
applies to the languages of the text only, the sum- 
maries in languages other than the text will not be 


taken in to account ahd will be disregarded. 


Arabic 

Danish 

Chinese 

Dutch, Afrikaans, Flemish 
English 

French 


German 


asl @p) les} tes} t=) (@) tus) ae 


Hungarian 


SPARS) 


Italian 
Japanese 
Finnish 
Hindu/Urdu 


Norwegian 

Polish 

Portuguese, BrasSilian 
Russian, Belorussian 
Spanish 

Swedish 

Turkish 

Ukranian 


Eskimo/Amerizan Indian 


im es @ Isl ce Ce bs) bd Se Se me A Se I 


Serbo-Croatian, Slovenian 


N | 


-_-- Other and Undetermined 


A bilingual publication will be coded in the 


following way: 


AXE Arabic/English or English/Arabic 


EXF English/French or French/English (or FXE) 
FXG French/German or German/French 
BXE English/Danish or Danish/English 

Biter 


Language code of a trilingual publication will con- 
sist of a combination in alphabetical order of codes 
assigned to languages of a bilingual publication. 
Exception should be made and the code for the second 
or even third language used in the first place in 


the case that the language code thus formed might be 


S715 


B.9.3 


in conflict with the code assigned to a one 
language publication. Code EFI can't be used 
for a publication in English/French/Italian as 
this code is assigned to "Efik" language in MARC 
List of Languages and Language Codes. Here we 
must use the code starting with following letter: 
FEL. 


AEF English/French/Arabic or Arabic/English/French, 
BEF Danish/English/French 

BEG Danish/English/German 

BER Berber group of languages 

BNV Danish/Norwegian/Swedisn 

CEF Chinese/English/French 

CEG Chinese/English/German 

DEF Dutch/English/French 

DEG Dutch/English/German 

DFG Dutch/French/German 

EBR Danish/English/Russian 

EFG English/French/German 

EFH English/French/Hungarian 

EFI not used, FEI used for English/French/Iitalian 
EFJ English/French/Japanese 

EFK English/French/Finnish 

EFN English/French/Norwegian 

EF@ English/French/Polish 

EFP English/French/Portuguese 

EFR English/French/Russian 

EFS English/French/Spanish 

EFV English/French/Swedish 

EFY English/French/Serbo-Croatian, Slovenian 
EGH English/German/Hungarian 

EGK English/German/Finnish 

EG@ English/German/Polish 


ENE. 


cy Avis 


EGR 
EGS 
EGV 
EGR 
EPS 
FEI 
FGP 
FGR 
FGS 
FPS 
FOR 
GHR 
GPS 


EFW 


Bio: 


English/German/Russian 
English/German/Spanish 
English/German/Swedish 
English/Russian/Polish 
English/Portuguese/Spanish 
English/French/Italian 
French/Germar /Portuguese 
French/German/Russian 
French/German/Spanish 
French/Portuguese/Spanish 
French/Polish/Russian 
German/Hungarian/Russian 


German/Portuguese/Spanish 


English/French/Eskimo 


If more than three languages are used in a 


publication, the code MUL (multilingual) 1s used. 


[> 


LIST OF LANGUAGES AND LANGUAGE CODES 


LANGUAG2 


Acholi 

Acoli see Acholi 

Afrikaans 

Afro-Asiatic (other) . 

Ainu see Miscellaneous 

Akan Group see Nige: 
Congo (Other) 

Akkadian 

Albanian 

Aleut 

Algonquin 


Ancient Greek see 
Greek, Classical 
Ancient Hebre 
Anglo-Norman see 
Romance (Other 


Anglo-Saxon (ca. 600-1190) an 


Anzanite see Elamite 

Apache 

ATADLS 

Aramaic 

Arapahoe 

Araucanian 

Arawak 

Armenian 

Armoric see Breton 

Ashanti 
(Other) 

Assamese 

Assyro-Babylonian see 
Akkadian 

Afrihili 


e Niger-Congo 


CCDE 


ach 


afr 
afa 


akk 
alb 
ale 


alg 


amh 


w see Hebrew 


ang 


asm 


LANGUAGE 


Avar 

Avaric see Avar 
Avesta 

Avestan see Avesta 
Aymara 

Azerdaijani 

Azeri see Azcurbdaijani 


Baluchi 

Baltic (Other 
Bamana see Bambara 
Bamoara 


Bantu see Niger-Congo 


Belorussian 

Bemba 

Bengali 

Berber Group 
Bihari 

Biluchi see Baluchi 
Bishari see Beja 
Blackicot 
Bohemian see Czech 
Breton 

Bulgarian 

Burmese 


Bushman see Sub-Saharan 


African (Other) 


aym 
aze 


bal 
bat 


}O 


LANGUAGE 


Caddo 
Cambodian 


Canaresse see Kannada 


Carib 


Castillian see Spanish 


Catala: 
Caucasian (Other) 
Celtic Group 


Central American Indian 


(Other) 


Chaldean see Aramaic 
Chamorro see Malayo- 


Polynesian (Other 
Chechen 
Cherokee 
Cheyenne 
Chibcha 
Chinese 
Chinook 
Chipewyan 
Chippawa 
Choctaw 
Church Slavic 
Chuvash 
CiNyanja see Nyanja 
Classical Greek see 
Greek, Classical 
Coptic 
Cornish 
Cree 
Creoles and Pidgins 
Croatian 
Cushitic (Other) 
Czech 


che 
chr 
chy 
shi 
chi 
chn 
chp 
chw 
cho 
chu 
chv 


CODE 


UGE RAE | ORS EO Rare ee a 
A eS a ee TUTE. 
PL I LE SES ELT EI LER TL I ATO 


ts 


LANGUAGE 
Dakota 
Danish 
Dano-Norwegian see 
Norwegian 
Delaware 
Denca see Dinka 
Devanagari (Script) see 
Sanskrit 
Dinka 


Dravidian (Other) 
Duala 
Dutch 


Eskimoan see 
Eskimo 
Esperanto 


Fang 
Faroese 


Farsi see Persian, Modern 


Finnish 


CODE 


d2k 
dan 


del 


1" 


12) 


| 


LANGUAGE CODE | LANGUAGE CODE 
Finno-Ugrian (Other) fiu lH Hausa hau 
Flemish fle Hawaiian haw 
Fon fon | Hebrew heb 
French a Herero her 
French, Middle (Approx. frm Hindi hin 

1400-1609 . Hindustani (Arabic) see Urdu 
French, Old (Approx. 642- | 
1400) fro] Hindustani (Negari) see Hindi 
Frisian | fri | Hottentot see Sub-Saharan 
| African (Other 
i Hungarian hun 
| Hupa hup 
Ga a gaa 
Gaelic g2ae | 
Gaelic.(Irish) see Irish 
Gaelic (Scots) see Gaelic iD Tai see 
Galla eal | Malayo-Polynesian 
Ga'ez see Ethiopic Icelandic ice 
Georgian geo | Hocano hi ilo 
German ser | Indic (Other) inc 
German, Middle High Indo-European (Other) ine 
(Approx. 1059-1350) emh } Indonesian ind 
German, Old High (Approx Interlingua int 
750-1050) goh Inuit see Eskimo 
Germanic (Other) gen Iranian (Other) ira 
Gondi gon i isa 1 
Gothic Zot | Iroquois ; iro 
Greek, Biblical see Isi-Xosa see Xhosa 
Greek, Classical Italian , ita 
Greek, Classical arc 
Greek, Modern gre 
Guarani gua iJ Japanese (Use for related jpn. (LC,Mar/74) 
Guerze see Kpelle Japanese languages and 
Gujarati guj dialects) 
Javanese jav 


Javanese, Olde see Malayo- 
Polynesian (Other) 


{a 


lA 


LANGUAGE 


Judaeo-German see 
Yiddish 
Judaeo-Spanish see Ladino 


Kachin kac 
Kafir see Xhosa 
Kamba - kam 
Kanarese see Kannada 
Kannada kan 
Kanuri kau 
Karakalpak kaa 
Karen kar 
Kashmiri kas 
Kawi see Malayo- 

Polynesian (Other) 
Kazakh kaz 


Kechua see Quechua 

Kewa see Papuan-Ausiralian 
(Other) 

Khmer see Cambodian 
ikuyu kik 

Kimbunda see Niger-Congo 
(Other) 


Kinyarwanda kin 
Kirghiz kir 
Kongo kon 
Korean (Use for related kor 
Korean languages & 
dialects) 
Kpelle kpe 
Kru kro 
Kurdish kur 
Kurukh kru 


LANGUAGE 


Ladin see Romansh 

Ladino 

Lahnda 

Lallan see English, Middle 
Lamba 

Landsmaal see Norwegian 
Languedoc see Provencal 


: 
a 
ws 
fs 
an 
n 
O 
fa) 
Oo 
ct 
0p) 
on 
o 
co) 


Macedonian 

Madagascan see Malagasy 
Malagasy 

Malay 

Malayalam 
Malayo-Polynesian (other) 
Maltese 

Mandingo 

Manobo 

Manx see Celtic 

Maori 

Marathi 

Masai 

Mashona see Shona 
Mayan 


mac 


mia 
may 
mal 
map 
mlt, 
man 
mno 


meo 
mar 


mes 


myn 


I< 


4 


LANGUAGE CODE 
Mbundu see Niger-Congo 
(Other) 
Mende men 
Micmac mic 


Middle English see 
English, Middle 

Middle French see French, 
Middle 

Middle High German see 
German, Middle High 

Middle Persian see Pahlavi 

Middle Scots see Gaelic 


Miscellaneous mis 
Moldavian mol 
Mocern Hebrew see 

Hebdrew 
Mohawk mon 


{ 

| 

{ 

i 

| 

{ 

} 

‘ { 

Mole see Mossi ; 

Mongo see Lolo 

Mongol mon | 
Mongolian see Mongol 

More see Mossi 

{OSS mos } 

Multilingual mul j 

Muskogee . mus 

} 

1 

1 


Nandi see Sub-Saharan 
African (Other) 


Navaho nav 
Nepali nep 
Newari new 


Nez Percé see North 
American Indian (Other) 

Nguna see Malayo-Polynesian 
(Other) 


Niger-Congo (Other) nic 

North American Indian nai 
(Other) 

Norwegian nor | 


Nubian nub 


(2 


LANGUAGE CODE 
Nyamwezi nym 
Nyanga see Nyanja 
Nyanja nya 
Nyoro Group nyo 


Ojibwa see Chippewa 
Oid Church Slavonic see 
Church Siavic 


~-- 
Ou 
y to 
3 
GQ 
—~ 
Hs 
i@)) 
ht 
.6)) 
o 
o 
> 
9) 


Oriya ori 
Osage osa 
Osmanli see Turkish 
Ossetic oss 
Oto see Otomi 
Otomi oto 
Pahari pah 
Pahlavi pal 
P2liap pli 
Panjabi pan 
Panjabi (Western) see 
Lahnda 
Papuan-Australian paa 
(Other) 


Pashto see Pushto 

Pehlevi see Pahlavi 

Pennsylvania German see 
German 


{’U 


JO 


| 


{mn 


LANGUAGE 


Persian, Middle see Pahlay 


Persian, Modern 

Persian, Old (Approx. 
600 B.C. = 400 B.C.) 

Polish 

Polyglot see Multilingual 

Portuguese 

Brakrat 

Provencal 

Punjabi see Panjabi 

Pushto 


Quechua 


Rajasthani 


1 


ped 


que 


raj 


Rhaeto-Romance see Romansh 


Riksmaal see Norwegian 

Romance (Other) 

Romanian 

Romansh 

Romany 

Rumansh see Romansh 

Rundi 

Russian 

Russian, Old see Church 
Slavic 


Samaritan 

Sandawe 

Sango 

Sanskrit 

Scots Gaelic see Gaelic 
SeChuana see Tswana 


roa 


sam 
sad 
sag 
san 


LANGUAGE 


Selkup 

Semitic (Other) 

Sephardic see Ladino 

Serbian 

Serbo-Croatian (Cyrillic) 
see Serbian 

Serbo-Croatian (Roman) 
see Croatian 

Serer 

SeSotho Group see 
Niger-Congo (Other) 

Shan 

Shona 

Siamese see Thai 

Sidamo 


Sino-Tibetan (Other) 

Slavic (Other) 

lovak 
lovene 

Sogdian 

Somali 

Songhai 

Sordic see Wendic 

South American Indian 
(Cther) 

Spanish 

Sub-Saharan African 
(Other) 

Sudanic Group see Niger- 


6p) 


“Sukuma 


Sumerian 

Sur-silvan see Romansh 
Susian see Elamite 

Susu 


CODE 


sel 
sem 


Ser 


Sire 


shn 
sho 


sid 
snd 
snn 
sit 
sla 
slo 
slv 
sog 
som 
son 


sai 


spa 
ssa 


suk 


sux 


sus 


1M 


pp 


|C 


LANGUAGE 


Swahili 
Swedish 
Syriac 


Tadzhik see Tajik 
Tagulog 


Tai see Thai 


Temne 
Terenco 
4B SE 
Tibeta 


Tigre 


3 


Tsimshian 

Tswane 

Turkish 

Turkmen 
Jurko-Tataric (Other) 
Twi 


Ugaritic 
Uigur 
Ukrainian 
Umbundu 
Undetermined 


-4 


4 


. 1 Sas aN nacimrmnae at OPO meee om en nee 
penta tp aN A PY em os CO NR OR RR OP BB SE RIA TY NC i DAT et — ones 


{™N 


ated ee Re He 


a re ett 


Zapotec 
Zenaga 
Zulu 
Zuni 


a @ 
1 


CODE 


urd 
uzb 


vie 
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HEADER RECORD 
USE: MAN 


Field 10: Library Code 


The Isbrary code consists of three to six 
alphabetic characters which symbolize the name of 
the library holding the document. This field is left 
justified. This list is prepared by the National 


Library.” Bach library can use only its own code. 


LIBRARY CODES 


Guelph OGU 
Lakehead OPAL 
Laurentian OSUL 
McMaster OHM 
Queens OKQ 
Western OLU 
Waterloo OWTU 


5/2 


Field bi: 


Sy IAs) 


Bee 


HEADER RECORD 
USE MAN 


Location Code 


The location code consists of one or two 
alphabetic characters to indicate the location of 
copies of a document in a library in system. See 
table» forycodes. The field is lett justifies. 
(Each institution is to provide its own table). 

For odd items shelved in any but these designated 
areas, the circulation record may be used to record 


location. 


TABLE, FILIA = LOCATION TABLE — McMASTER UNIVERSITY 


ps) eH ee) bs) ey tes es} fea] Iga] fe) 6) bee 


Business 

Cataloguing 

Documents 

Reference shelves - Documents 
Stacks, General Collection 

Health Science Library, Documents 
Maps Library 

Urban kesearch Unit 

Reference Reading Room - Mills 
Documents Collection, Science “ibrary 
Documents + Health Science Library 


Documents + Science & Engineering Library 


For odd items shelved in any but these 
designated areas a "Sign-out" slip is 


prepared. 


Paclar2: 


Feature Code 


pps. 


HEADER RECORD 
Usb MAN 


This consists of twe alphabetic characters 


or one numeric character followed by an alphabetic 


character. For monographs and series, the code 


describes the size of the publication. For serials, 


the code indicates frequency with which the title is 


issued. See table below. 


TABLE F12A —- FEATURE CODES 


Monograph or Series 


AV 
BK 
BL 
BV 
CS 
FD 
FP 
FS 
HV 
LE 


Lear 
LV-9V 


5/75 


Audio-visual 

Book sCL0G—) 

Booklet (50-99) 
Bound Volume 
Cassette 

Folder 

Folio 

Folding Sheet 

Heavy Volume 
Leaflet (1-10) 
Loose Leaf 
Microfiche 
Microc. Im 

Map 

Muiti-volume set 
Pamphlet (11-49) 
Trani asoerart Cel 
1 Volume - 9 Volume Set 


Serial 
AN Annual 
BM Bi-monthly 
BN Biennial 
BW Bi-weekly 
DL Daily 
LR Irregular 
MN Monthly 
QT Quarterly 
SM Semi-monthly 
SN Semi-annual 
WK Weekly 
1X-9X 1 to 9 times per year 


Field 13: 


5715 


Ba Set 


HEADER RECORD 
USE: MAN 


Form Code 


The form code consists of one alphabetic 


character. The form code describes the category 


Of publication being coded. 


The form code describes the type of 


Publicavlion while the feature code (Field 12) shows 


LEGESIZe ,fOrmateor, 11 sserlal, Lee) frequency . 


A 


bo} (a) (©) (dp) KK 


Series, e.g., bulletin, research paper, 

technical report 

Monograph 

Serial -- currently published 

Serial which is in the nature of an annual report 
Serial that is no longer published 

Cross reference (definition), to either the series 
name Or tO a corporate author 


Serial which is also part of a series 


Field 14: 


Bae 


By ao. 


HEADER RECORD 
USE: MAN 


Subject Code 


The subject code, in three alphabetic 
characters, refers to the Library of Congress sub- 
ject classification into which the publication 
would fit. The letters are assigned from the cur- 
rent Edition, of the Outline of The Library of 


Congress Classification. 


When a publication deals with a specific 
subject in relation to a geographical area, choose 
the code on the basis of subject. Thus, only a 
country's general (statistical) yearbooks should be 
assigned a’ D, E; ©r F-code; other serials such as 
the U.S. Handbook of Labour Statistics should be 
Subject coded in H, where other labour materials 
would be coded. The most specific code should al- 


ways be preferred. 


Field 15° 


SV ATS) 


iy, desi. al 


HEADER RECORD 
USE: MAN 


Source Code 


The source code is one numeric or 
alphabetic character. It indicates how the library 
acquired the material, and is usually written on the 
document itself as it is received. When cocing older 
material from the collection, it is necessary to 
establish probable methods of receipt. Codes are 


chosen from the table below. 


TABLE, ELSA = SOURCE CODE 


1 Information Canada Daily Checklist 

2 Mailing List 

3 Gyn 

4 Exchange 

5 Subscription 

6 Membership 

y Purchase 

8 Depository 

9 Collecuion (e.q., L11liian Davies collection) 

0 University Publication (e.g., theses) 

A Comprehensive Order (i.e., standing orders, 
blanket orders, global subscriptions) 

B Bernan Associates 


Field. 16% 


5/12 


BOG) 2 


HEADER RECORD 
USES OPT 


Document Type Code 


This is a rarely used two alpha digit 


code to indicate special kinds of material which 


the library may wish to keep track of by type. 


Codes are chosen from the table below, which is 


annotated to show which types are important for 


the library. 


AH 


TABLE F16A - DOCUMENT TYPE TABLE 


AbSEraces 

Agriculture lwutslory 

Bibliography 

Catalogue 

Conference Proceedings 

Calendar (University or College) 

Dictionary 

Directory 

Doctoral Thesis 

Index 

Map in Map Pocket 

Manuscripts (Original, typescript, etc.) 

Not labelled (old, rare, or valuable) 

Profile Index Material 

Published commercially or privately 

Programmed Textbooks 

Regional History 

Reissue (or work first or reprint issued in 
another format) 

Statistics 

Master's Thesis 

Technical Report 

Textbook 


Undergraduate Thesis 


Beit 


HEADER RECORD 
USE ce SOr 


Field 17: Copy Code 


The copy code consists of one numeric 
character which refers to the number of copies 
available in the library system, if more than one. 
If there is only one copy, the code is left hlank. 
If there are more than 9 copies, the copy code 9 


is used. 


5/15 


Bie hoe 


HEADER RECORD 
USE: OPT 


(Discouraged) 


Field 18: Indicator Code 


The indicator code consists of one 
alphabetic character to show what type of alternate 
document number the book has actually been assigned. 
See table below. 


TABLE F18A - INDICATORS FOR ALTERNATE DOCUMENT -NUMBER FIELD 


A Accession No. 

B Alternate (in house) 

D Dewey No. 

E BG Classano.: 

F League of Nations No. 

H U.N. Document No. 

K Government Publication No. 

N National Library of Medicine 


Sy ad es) 


Boo 


HEADER RECORD 
USE = )-OPT. 


(only when 
absolutely 
necessary) 


Field 19: Alternate Document Number Code 


The "alternate code" consists of one to 
23 alphabetic or numeric characters. It indicates 
the shelf location of the book, if it is not shelved 


in document number order. 


For example, a document actually kept in 
the Rare Books Department may be shelved by acces- 
Sion number; or, a catalogued document would actually 
be shelved in the book stacks by a Library of Congress 
or Dewey classification number. This field is left 


justified. 


SAT ES 


fer sia 
BIB/DATA 


Bibliographic Data Area 


The Bibliographic Data area is the name given to 
that part of the coding sheet containing variable length 
fields.” Information entered in this area includes Corporate 
author name(s), title(s), personal author name(s), series 


name, serial holding record, notes. 


Maximum 
Function Code (F/C) Field Name Number of USE 
Characters 
piel Corporate Author MAN 
12 Added Corporate Author RIAV 
is Added Corporate Author RIAV 
19 Corporate Author Cross- 
Reference OPT 
Zu Title MAN 
22 Added Title RIAV 
23 Added Title OPT 
a Personal Author RIAV 
32 Personal Author RIAV 
33 Personal Author RIAV 
eile Series RIAV 
62 Added Series RIAV 
63 Added Series RIAV 
69 Series Cross Reference OPT 
LL Serial Holding Record RIAP 
91 Notes OBT 


S/is 


Each line of a data variable field begins with 
Function Code (F/C), a Continuation Card Number (CCN), and 
a File Maintenance Code (F/M). 


Note: For those libraries using OCR scanning for data 


input, the System supplies the CCN. 


Ceeak 
BIB/DATA 


USE: MAN 


E7C F/M CORPORATE AUTHOR 


lished from: 


(1) the document itself 


(2) checking the corporate author authority 
file to determine the form in wiiich the 


name is entered. 


(3) looking in government organization manuals, 
yearbooks (e.g. Europa Yearbook, World of 
L@earning, Yearbook of International Organi-— 
zations) in the event that it is not in the 
authority List. in general the system only 
goes down three divisions. 


e.g, Canada. Depts of Agriculture. 
Research Branch 


Uses. “Public Health Service 


Ontario. Ministry of Education, 
Curriculum Division 


Guelph, Ontario. Planning Board 


Because the computer programs sort on the exact spacing 
of letters, punctuation, and blank spaces, great care must be 


taken to ensure consistency of punctuation and spacing. 


S/15 


Ce 2 


BIB/DATA 


Vv 


The most common format for a corporate author is 


the name of the country followed by a period and a double 
the name of the department followed by a period and a 
There is no 


space, 
double space, and the name of the division. 


period at the end of a corporate author. 


Examples: 


lAiNiD! 


ale ale 


Cees TON ALL AR aiztels| {tit 
a ea ee 


Mieiel ([claAlvialpi al istetere [hie c[riulele | lelels le 

a a eH ele cialeel er 
oo) eee abe ie E 

alee Sliemuimieen py ies 


Tira baclterat {6 Fl let jul ejairz iol SVE 
i a mee 


Ditiv Lisitlo IN iat 


yin {z) TAL e| ata 
delricluciu 


Tee 


a ee 


aa etal] ivacneeeaea 
De a ee Pa a, We ea hee 


5/7 7o 


EE ITER PET I? 
1 A RO CIA LR 
EE HR PORTER “Ts ORE LDP 


REV, 11.9.75 C.3.1 


BIB/DATA 
Uobsr oRIAV 


E7C F/M | Added Corporate Authors 
UR bate, cle LL, U+orZ 


Added corporate author entries should be made any 
time two or more separate corporate authors appear on Cover 


Or title page. 


They are established and entered the same way as a 


corporate author. 


Examples: 


Corporate author entry: 


Bibliographic Pata 


aa GET alata 


Added corporate author entry for the same document. 


Le wink 


BIB/DATA 
Wiese EL 


r/C F/M Corporate Author Cross Reference 


A corporate author cross reference is used to 
link various forms of a corporate author name. Corporate 
author cross references should be made, particularly in cases 
like example, where the parent agency is left out of the 
established corporate author. A corporate author cross refer- 


ence looks like this when it is pointed out in the public 


catalogues. 
U.S. DEPT. OF HEALTH, EDUCATION, AND WELFARE 
OFFICE OF CHILD DEVELOPMENT 
SEE 
Uso. OFFICE OF CHILD DEVELOPMENT 


The corporate author cross reference sode is a dummy 
Or false.code used simply so that the record of the cross 
reference may be entered in the master file and printed in 


the catalogues. 


In coding a corporate author cross reference, it is 
necessary to code the fixed fields in the header record as 


follows: 


Field No. 


1 - F/c 00 
F/M I 
2 - Country: the country of the corporate author being 


cross referenced. 


Sy bs 


Field No. 


3 


10 
13 


in 
zy) 


- Part: the part of the corporate author being cross 


referenced, 


- Province: the province of the corporate author being 


cross referenced, 


- Organization: last two numbers of the year in which 
the cross reference is being made fol- 
lowed by the number of the month (the 
centre two spaces of the organization 
are sere blank), 


- Year: the day of the month in which the cross refer- 
ence is made. 


- Title: the time expressed in hours and minutes. 
~ Language: language of the corporate author name. 
~ Library.” “library entering the reference. 


- Form: R 


The remaining fixed fields are left blank. 


The coding of the actual cross reference is done 
the bibliographic variable length data fields. 


the first name in the cross reference is coded with 
an F/C of "Vi" and tan F/M of "I". “The name js6 entered 


beginning in the first space. 


D775 


TE OE Se — 


Rees 


« 
DS EN OS RT RoR OR TENA ES 


2) 


the second or alternate name is coded on a second 
bine with the F/C of “19 and the P/M of “i... “The 


word(s) "see" or "See also" are entered starting in 
the third space, followed by a space, dash, space and 


then the alternate form of corporate author. 


Prov/ 


jountry Part State Organization Year Title Cutter/Series No. Lancuagce Library Location 


ie. wt Diotziziologiay! TT) (| Meo | 
2 3 4 5 6 ve 8 9 10 at 


Eormeoupgject Source Doctype Copy Ind Alt. Doc. No. 


A) Be) ay Ee) Ly 


18 


19 


oie 


c , | | plein le [ALL Lr 
Ss ral O|\F! JHE 
Elvle ale! at ele wel IE} 


" bluicla TizlOlN. aS 


Nv! 
Pim, 


Cl airie (a 
ae 


Corporate author cross reference must be made both ways in 


the wease Od a See, Aliso 


CodingsSheet No.l 


Prov/ 


F/C F/t country Part State  Oreanization Year Title Cutter/Series No. laneuage 


1 ll ! oO { ' ' | ' ' | 
8 9 

Feature Form Subject Source Doctype Copy Ind AVE. Doc. Now 
le 13 14 15 16 17 


F/Cc FM 


librarv location 


egewe: ho 
10 ll 


18 


Coding Sheet No. 2 


Prov/ 
f/c ©, ‘country Part State Organization Year Title Cutter/Sseries No. language Library Location 
ate Va aa Se ec uee a) pare 
fotolz] [ealil [vei | towlrclowwrt TP) Lit lige i | 
1 fi 8} 4 5 6 7 8 9 10 11 
Feature Form Subject Source Doctype Copy Ind Alt. Doc. No. 
12 13 14 15 16 a7. 18 19 
F/C FM F Bibliographic Datg ae 
be 0 Dial: SilAn Tisai eis 


i 
nee eno 


EEE 
CIS 


CED) EEEEEEEEEEEEEE EEE EEE EEE EEE HEE 


Rule 


1) 


F/C FM 


[ati [z] 
ee 


2) 


3) 


4) 


5/75 


oie 


BIB/DATA 
USE: MAN 


F/M Title 


SLO enury 


The title is entered as it appears on the publication. 


eee Te Dat 


He aude, alls! Ion! tAdalelzlclujer|ule Alc | ain Ds|_ie 
ITivigi '¢ MlelMTieAlel ise |waldlel Isklaneesi | 


EEEEEEA 


Care must be taken to ensure that the title is specific; 


if the document is an Annual Report indicate the Annual 
Report of which body. If the title includes such phrases 
as; "prepared by the staff of the Dept. of Agriculture" 
and that department is one of the corporate authors, it 
is not necessary tc include the phrase as part of the 
title field. 


W w Ww A 
’ 


Titles beginning with "a an: (OT sctne, LOT thelr -LOreVvgn 
equivalents should be entered on the coding sheet start- 


ing with the second word of the title. 


Descriptive information following a title is omitted. 

For example in title, Granulite Facies Rocks on North- 
Gastern Devon Island Artic Archipelago (Report, 2 figures, 
1 table, 6 plates), the information in brackets need not 
be ycOdcdminwthe tacle™@ficld™ vitesuch information isto 


be included in the document record put it in the notes (91). 


Cabe2 


5) Numbers which appear at the beginning of the title on 


the title page must be spelled; years appearing at the 
beginning must be moved to another location in the title, 
normally to the end. (This is done because of computer 


sorting in which numbers file last.) 


6) Revised editions - if the publication has been revised, 


Ty ae (2 IRIE 
ee 


enter the title followed by (Rev. year). 


-ibliographic Data 


For monographs the document code number refiects che year 
of publication of the document in hand. Note - should it 
become apparent that the monograph is being continually 


revised, consider making it a serial. 


For series the document code number reflects the year of 


publication of the original edition. 


Two letter abbreviations, such as TV, must be entered as 
TSV to get them on the KWOC Index. Do not use T.V. because 
periods and other punctuation are considered blank for 


purposes of inclusion on the KWOC. 


To enrich titles or add key words, put an asterisk before 
and after word. For example *WORD*WORD* 


Example: 


5/75 


CuGia 


BIB/DATA 
Sis Olt 


F/M Added Titles 


Added titles are the same as the main titles, 
except that they do not appear in the series and personal 
author catalogues. Initially they were used to bring impor- 
tant words to the start of a title, but the KWOC index has 
eliminated most of the need for added titles. Use added 
titles for second and third languages of a bi- or tri- 


dingualy publication, Of cto enrichear non-specific title. 


S/S 


eras pag 


BIB/DATA 
USE: RIAV 


F/C F/M Personal Author 


Rules of entry: 


(1) The shelf list program allows for a maximum of nine 


DELSONale authors. s1n practice, enter Omly three. "Do 


not use "and others". 


(2) Rank and degrees are not shown nor are Jr., Ed., Tr. 
(Exception - Lord Beaverbrook would be entered Beaver- 
brook, “LOord).; 


(3) Authors are written last name first, followed by a comma, 


space, then initials separated by periods. 


(4) There are three personal authors to a field, each author 
is alloted 24 characters. The first author begins in 
space 1, the second in space 25, and the third in space 
49. 


F/C FM Bibliographic Datg ‘ 

Ee sie EEE PELE EEE 
POCA oeneec Ng) Cables CCE Pt tL) 
[aiz[t} [e ere est ete | | HH a Sawaw 
a Semi eee eel S| Sei 


| SeBeans 
PED EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE 


sy URS) 


C.8.1 


BIB/DATA 
USE: RIAV 
F/C COUNTER F/M 
61 1-2 I or U Series 
62 1-2 iL @pe ty Added Series 
63 ; 1-2 IE (pe ‘0 Added Series 


A series is a collection of monographs joined together by a common 
name. Series can be numbered or unnumbered. 


CODING REQUIREMENTS 


The series number must start in the first position of the bibliographic 
data area. It may be up to 19 positions long. The 20th position is 
used to identify the number of positions used by series number in 
sorting the series catalogue. (Only used when descriptive data is 
added to the series number). 


“Ea pia, plata! iain ea 


bis ‘tal G Revi. i Syms LE aiaee $F | 
ienGET. [ie MED TwiRieé! (Pu ae tlcl ae oes es | 


alelelu Le Sree el eae cee LH 


nemesis cle ees ee E 


He PI Te ioe STAT 
aauee ea 


When creating the series statement use the corporate author entry plus 
the series title. 


eg. CANADA DEPT. OF AGRICULTURE PUBLICATIONS. 


If this exceeds 144 positions, shorten the series name by the use of 
abbreviations. 


eg. BUL - Bulletin. 
RES. PUB. - Research Publication. 


When assigning title cutter/series number use the last 2 digits of the 
series number. If 100 or more documents are issued in one year then use 


the last 3 digits. 


When coding the 61 line use the entire series number. 


January 23, 1976 ° 


eg. Header record would read CAl DA 9-72P38 however the series line 
would read 138 Canada Dept. of Agriculture Publication. 


Use the year of publication for assigning the year in the header record 
unless year would cause the computer to sort out of sequence. 


ape Se nok 
73 -SO2 
72> 803 (year must be changed to 73 in order that number 3 follows 
after number 2 in the catalogues). 


If series number includes the year then the year must be included in the 
series line. 


eg. 75-28 71-49 


If less than 100 items are issued per year then the number after the dash 
in the 61 line must be zero filled for numbers less than 10. 


Co. f9-01 975-02, 5-00. 


If more than 100 items are issued per year then the number after ‘the dash 
in the 61 line must be zero filled fornumbers less than 100. 


eg- /5-007, /5-009, 75-010, 7a-099.. 


For unnumbered series assign a sub-organization series number, then cutter 
as a monograph. Use the first 5 letters of the title as the series number 
inthe 61) line. If the first word is less than 5S letters) than use the 
letters from the next word. Duplicate series numbers in this case will be 
accepted. 


There is no punctuation in this statement except for abbreviations and a 
period at the end of the statement. 


Serials that are part of a series should be coded as serial: but given 
the sub-organization number for that series. The form code should be "B" 
and the feature code must be taken from the serial feature code table. 
These require both a 61 line and a 71 line. 


If entering a series line for a monograph which has been given a numbering 
scheme use a 61 statement but use an "M" in the form code. 


Cee 


BIB/DATA 
USE: OPT 


7G F/M Series Cross Reference 


A series cross reference is used to indicate name 
changes in a series and to link variant forms of series names. 
A series cross reference when it is printed out in the 


catalogues will look like this: 


CANADA. DEPT. OF ENERGY, MINES AND RESOURCES. 
INLAND WATERS BRANCH. SCIENTIFIC SERIES. 


CANADA. INLAND WATERS BRANCH. SCIENTIFIC SERIES. 


In coding a series cross reference such as the above, it is 
necessary to code some of the fixed fields in the header 


record as follows: 


Field 


1) F/7C 100 
F/M: I 


5) Organization: last two numbers of the year followed by 
the number of the month, e.g., April 1972 
7204 (the centre two spaces of the 


organization field are left blank) 
7) Year: the day of the month 


8) Title: the time expressed in hours and minutes, 


@29., ctwo-thirty 1430 


5/1 


=) Language: language of the publication 


Ca10.2 


10) Library: the library entering the x reference 
13) Form:, Rs. “Ther Rein the form code allows us to put 
numbers where there should be letters in the 


document code. 


THE Eest Om Ehes fixed etielas ance lett blank. 


The coding of the actual cross refer2nce 


in the bibliographic variable length data fields. 


tseoone 


(1) the first name in the cross reference is coded with an 


P/C Of 36 and an F/M of." 2" The name is entered 


beginning in the 21 space (just after the first dark 


vertical line). The word "NOTE" is entered beginning in 


the first space. 


(2) the second or alternate form of the series name is coded 


Or ae -second line with the F7C OF "69" and the F/M of "1". 


Ty 


the word(s) "see" or 


see also" are entered starting in 


the first space, followed by a space, dash, space and then 


the alternate form of the series name. 


° 


Prov/ 
F/c Ft country Part State  Orcanization Year Title Cutter/Series No. Language 


foto] (Tl rut eurasei titi Oo 
1 2a 4 5 6 7 8 
Feature Form Subject Source Doctype Copy Ind Alt. Doc. No. 


ae (aj He ey ao) = 


F/C FM Bibliographic Datg 


18 


Library Lacation 


Bi Gu. ‘ ‘ | ‘ 
i 


ZT] (Nolrle] 1 TTT Tf felalniajpial [ple leirie| jolie 
EIN|EIR IG lY MiziNieis! IAlNipl lelslolulelcleisi iziNici@iniDi Ww 


SE oa aie eS ca eam eae Se eats eee ote | 


feliz] (slelel_J=T iclainialpla {NIAID} & 
TIeINiricitir ic Aaa elelGl a is 


ay alps: 


CeU. 


Series cross references must be made both ways in the case 


Of a See Also, i.e., it takes two sheets to make a complete 
cross reference. 


The following two coding sheets show how you would code: 


GR. BRIT. DEPT. OF THE ENVIRONMENT. 
DESIGN BULLETIN. 


SEE ALSO 


GT. BRIT. HWINISTRY OF HOUSING AND LOCAL 
GOVERNMENT. DESIGN BULLETIN. 


Coding sheet No. 1 


Prov/ 
country Part state Organization Year Title Cutter/Series No. Laneusage Library Location 


—— tS i REESE cn ae Ts as ‘ Pa 
! i \ ! ! rR, | | 1 Ss ‘O it ye ( | ' I | Bow \ KR \ 
1 a 3} 4 o 6 Z 8 9 ; 10 11 
Feature Form Subject Source Doctype Copy Ind Alt. Doc. No. 


Sel (a) ey Et Ba) Ly 


B/Sme ey te 


18 19 


F/C FM Bibliographic Data 


Nolrlel [ | = rl jelelsir- | alee 
olel IrlHie NuireolNiMenin Dleisttigini Binccleiticn:: | | 

[eiqiz] (slelel [alclsiol_[-| [al 1B Tir | IMrNitistrir\ly | lolel infoluy 
2 Wedbae AINID[ ILloiciAlcl IclolViEIRINIMEINIT] [DESITIG N | BuiL| 
4 [7 “See wer Pease seeae = PEt tt tt A | 
la Pena tea esaske Sane 


CoD EEEEEFEFEEEEEEEEEEEEE PEE EEEEPEPEEEE 
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Coding sheet) No. 2 


CL0.4 


| 


F/C F/t ountry Part eae Organization Year Title Cutter/Series No. language library Location 
RSfkg 
1 
Feature Form Subject Source Doctype Copy 
12 (a) 14 as Eo) OL 18 19 
F/c FM Bibliographic Data 
ley |Z) here ood = Tir\-| Imi2jaMz|s |r 
is HiOUls| NIG! IA! aloviEe NM ENT. a 
Git{T] Eisen elu Ce TiN | tt ee Cael ores 
| Sa a EBs [Does esas ae eSeaeey 
elel TArislol i- | eel eee | ore Teme Tew 
RION IM Nie DIESTBIN [QulclEnrnl - | 
nn ease as Seas {+ St SeeeeeEEEeee | 
ERS ER Se ea a eaee aa | | 


Tay AUS) 


Ce ban 
BIB/DATA 


USE “KTAP 


t 


E/C F/M Serial Holdings 


(1) If the serial is currently received enter the’year or 


volume number of the first issue held followed by a 
dash. 


(2) If the serial is no longer received, list the holdings 
and put a period after the entry. 


(3) If a serial ceases publication list the holdings and 


put two slashes after the entry. 


SAE 


Cera 


(4) If there are a few issues of a serial and it is un- 
certain whether any more will be received, list the 


issues held and put a comma after the last one. 


ee 


RiclHl [ita 
aes 


Pa BERPEE 


PPP 


(5) To show incomplete holdings enter (holdings incomplete). 


(6G) salo-andicate. “lacks: “enter (lacks. ....). 


aaa fol 
a5) nea a ee 


Sy Ths: 


Creel 
BIB/DATA 


USH=—0OPT 


E/G F/M Notes 


A note can be in any format. 


SV fis 


bo To kes 


CODING MANUAL 


ERROR MESSAGES 


PROGRAM NARRATIVE 


The program reads a transaction and branches to 
the header processing routine if the function code is "001", 
otherwise the branch is to the detail processing routine. 
In the header routine, the record is moved to an output area 
and then the header fields ar2 edited and appropriate mes- 
sages are printed along with the transaction. If the trans= 
SEtion has no errors it. 1S wrrtten to the output transaction 
file. In the detail routine, the detail records are edited 
and if the function code is not valid an error message is 
Printed. The file maintenance code is checked to make sure 
Ltyis note Dp" jor “X*ewhich should only appear on the header 
YTeEcOrds,; and that 1 is onerok “I"7- Su", "2" which are valid 
file maintenance codes for detail transactions. If the 
Leansacte20n NaSsverrors: in at, 2t ts listed on, the printer, 


otherwise it is written to the output transaction file. 


When all transactions have been read the program 
branches to the end of job routine where statistics are 


printed and then the program terminates. 


EDIT PROGRAM 


The followiny is a list of the error messages issued 
by the edit program. The transaction is printed along with 
the error message unless there is more than one error in a 
transaction in which case the program suppresses the printing 


Of the transaction after the first error is) printed. 


~"FILE MAINTENANCE CODE INVALID" 


The file maintenance code must be one of "I", “U", 
wh eb as ub Gare or 7 


DE Mie pj ke OR UP ONG WETHeE/Co—) 001" 


The filewmarntenancescodes "D", “U" or "“X" must 


only appear on header transactions (i.e. function code of 001). 


Sper hs) 


Leelee 
CODING MANUAL 


“P/M =—"-7 ONLYSWLTH F/C Grao0l1" 


The file maintenance code "Z" should only appear 


On detail transactions. 


"COUNTRY FIELD INVALID" 


The country code in the doc. no. must be alphabetic 
and non-blank. 


"PART FIELD INVALID" 


The, part code in the doe. no; must be numeric. 


"PART & PROV. MUST BE BLANK - 22" 


The part code and prov. code in the doc. no. must 


be blank if the country COde 16.7 24.4 


“PROV. MUST BE BLANK - UN" 

é The Prov. code must be blank with the country code 
w UN "W * 
"PROV. BLANK WETH SPART «17 15, 367.07" 


The Prov. code must be blank if the part code is 
um Bale Et “Ges or iy (except US7CARC) 


*PROV.. IS -ALPHA SWiTHe PART 92/3374) 


The prov. code must be alphabetic and non-blank 
Witieche Dart COdeGs ) 72 «7.89 317,.:Ol. an. 


“PROV./STATE. FIELD QNVALID= 


Tie erov. codesCan be c1ther blank or alphabetic 
depending on the part code anything else such as numeric 


characters are invalid. 
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Din lene « 
CODING MANUAL 


"MAIN ORGANIZATION FIELD INVALID" 


The main org. code must be alphabetic and left- 
justified in the field, and filled to the right with blanks. 


“SUB ORGANIZATION INVALID" 


The sub. org. code must be numeric, right-justified 
ingthe wvelc wands cil led to. thenlert with olanks. 


Milt Lo/esoRiEouNO.. 7 1ST “CHAR, 


The first character of the title cutter/series no. 


must be alphabetic and non-blank 2nd and 3rd - Numeric. 


"LANGUAGE FIELD INVALID" 


The language code must be alphabetic and non-blank. 


"LIBLARY CODE INVALID" 


The library code must be the one assigned to the 


library by the National Library of Canada - left justified. 


"LOCATION FIELD INVALID" 


The location field must be alphabetic - the first 


character cannot be a blank. 


"SUBJECT CLASS INVALID" 


The Library of Congress subject class must be 


alphabetic - the first character cannot be a blank. 


“FORM FIELD INVALID" 

Thepyrornetrteta mustepbeswonevot “AY, 9B", “i, "mM", 
Sh Bae or WITS 
“SOURCE FIELD INVALID" 


The source field can be alphabetic or numeric and 
must be on the table. 
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CODING MANUAL 


"FUNCTION CODE INVALID" 


The function code has not been established for cod- 
ing purposes. 


"ERROR IN HEADER (001) FOR THIS RECORD" 


Any errors on the header transaction results in its 


rejection along with the detai? transactions in that group. 


"FEATURE FIELD INVALID" 


The characters in the feature field do not appear 
on the feature table. 


UPDATE PROGRAM 
*pOC] NO. ON ME ="NO ADDI=SION* 


You have tried to add a record that has a document 
number which is the same as a document number already 


on the master file. 


*DOC. NO. NOT ON MF - NO CHANGE‘ 


You are trying to update or make changes to a record 


that is not on the master file: 


*DUPLICATE UPDATE RECORD* 


You have two or more update records that have exactly 
the same document number and function code and file 
Maintenance code. The first document record with the 
doc. code number goes on the MF - the second one is 
rejected with the error message. Check to make sure 


the correct record has gone on. 
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GLOSSARY / ILNDEX 


ADDITION TO A RECORD 
BIBLIOGRAPHIC DATA 
BLOCK CODING 
CATALOGUE (S) 
CHANGING A GROSS REFERENCE 
CHANGING A RECORD 
CHARACTER 

CROSS REFERENCES 
DELETION OF A RECORD 
DELETION OF DATA 
EDIT LISTS 


LEE} A) = 

Seeralso EEXEDSELELD 

VARIABLE LENGTH FIELD 

Us OA 
OID ID) Jaa IAD, 
HEADER RECORD - 
LIBRARY OF CONGRESS 

OUTLINE OF CLASSIFICATION 

This outline presents a jogical arrangement of 
the accepted fields of knowledge and assigns to 
each a one or two letter code which can then be 
used to represent that subject or field of 
knowledge. 
MAN - 
MASTER FILE : INTRG 
OCR 

Optical character recognition 
OPT re 
RECORD : 


_RIAP 


RIAV 

SERIAL 

SERIES 

VARIABLE LENGTH FIELD - 
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